4

APPLICATION FOR RECORDS RETENTION SCHEDULE pOFFICE OF THE ARCIIVES AND f,{g;gw
: /

RECORDS MANAGEMENT‘D!VISION

INSTRUCTIONS: See Pubhcatlon No. 76—RM -1 for instructions on completing this form. Forward sagned orlglnal to
Department of Archives and H:story, Records Management Division, 330 Capitol Avenqﬁ Atlanta, Georg:a 30334,
Attention: Scheduling Section. ) ‘

FOR AGENCY USE 1. Agency Address o ' FOR Rscon_g:i MANAG EMENT USE

Appiication Date : Ga. Dept. of Public Safety Application Number
- Staff Services - Mgmt. Services —
e P. 0. Box 1456 : e -Jy

Application Number Atlanta, Georg ia 30301 Date Recaived Date Completed

| MAR 111877 MAR 30 1977

— e e e e T e e T e T T o I

2. Person to Contact Workin§ Title Telephone Number
Lina Stephens _Secretary ' 6059
3. Action Requested '

a, G Estabusn Retsntion Schedule; record will continue to accumulate.
b. O Dlspose of present accumulation; no further accumulation antac;pated
¢. O Amend Applicatian No. Check One:_{J Change; (J Supercede: [ Void

4. Dates of Series 5. Reoords Series Title ffollowed by title used in off:ce if different)
Earliest " latest ,

““““““““““““ Mana'qement SerV,iceS Section SUbj‘eC‘t_: Files ' ' -

6. Division and Oﬁlce annon What is the function of the Division and the Office in which this record series is created?

- The Staff Services Diyision is responsible for personnel administration
including recruitment and disengagement of personnel and maintenance of
personnel records, for accounting of funds; receiving and disbursing funds
-and budgeting for funds; for the procurement of supplies and equipment,
their issuance and maintenance; for plannlng and providing support to
these operations including procedures wrltlng forms design records
management and reproductlon services. :

7. Record Series Description This fule contains the following documents (mclude form numbers and titles, if any)
Attach samples of the file,

Documents relating to: providing support services for the Dept. of Public Safety

4

Included are: Inte¥nal memoranda, correspondenCé'studies, reports and
project narratives prepared by the Director or Staff. See .
attached.

File is arranged: 1970 - 1973 Color Coded thereafter numeric
See attached. 1974—present chronological by CY and thereunder N

o ~-alpha by subiject.. _g-f,: e
8. Moanthiy Reference Rate How ¢ often are records referred to which are: 3 :
10 5 1

One to six months old emnmem; Seven to twelve monthsold ___~. . ..; Thirteen to twenty-four monthsold __. . .....;
twenty-five months and older .7

9. Annual Rats of Accurgiation af“ﬁ.;aa;a, T T ) e
Letter-size drawers mmmm i LeQalsize drawers . _;Shelves _____ ____:Other (specify)

g
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YES | NO_ [ 10. Questionnaire _ (Placé an X' in the proper column) o - 4
' a. Is this the official copy of the series? 7 7
_)Lr I not, where is it? + S — . L .
' X b. Does the series contain cqnfldentlal information requ:rmg security handling? If yes, cite law or rggulation.
_ ¢. Isthisa wtal record’ e - ik T
X d. Does this series have historical or long term research value? , i -
8, When one or two documents in the file make it necessary to keep the entire file for a long period, could these ‘
N/A documents be scheduled separately? e S — .
L X f, Is the,ﬂf.QHnaUQﬂ._QQDE|ﬂ§dJﬁ$bl$_ime_~Dyb_§b_LJ“Y§Lm§iL§QDiL_._w” e o
‘ g. Isthe informatuon contained in this series ever analyzed andlor recorded ina summanzed report? ‘
X If ves, attach copy. -
- h. Is there a duplication of this series in your ofﬂce orin another office or agencv?
X _M.yes where?
X i ls mwm@mmw e — 3 e
AX_ {1 Dossshe record series result in a computer printout? ' i | -
1. Ratention Requirernents *  The following requires the series to be kept: ' ' :
"a. Stats Law _years. d. Audit period | _ —— years.
b, Statute of limitation " _ . e .. .yPars. . _e. Administrative need _. _._ _ 2 years.
¢, Feaderal law — _years. ¥, Federal retention instructions —.years.

Attach copy or excert of laws or regulations. Explain administrative need, - - -

S - PR T e e v R s e . e a

S PR L e md b T Yo Lo e

12. Approvad Disposmon lnﬁrumons _ Thisagencyr recommends that the fale series be cut off at the end of each o
' S .7 ¥KcCalendar Year; O Fiscal Year; [1 Other et e = then,

XA Ho!d in the current filesarea month(s) .___2__ '
O Transfer to iocal holding area; hold . year(s); then

-0 Transfer to State Racords Center; hold —________vyear(s); then

X3 Destroy. : . ‘
0] Transfer to Statz Archives far permanent retention. . - ;
a Other (Specify} - '

- .A___Concur IR
| ) Noriéoncur / /J/Mﬁ"m / ﬂ &é

s e Dlrecfnr, : anagement Servu*eg P

vear(s) then et S e -

— — . o . ~ -

These instructions apply to ail prior and future accumulations of the series.

rds Ma yagement ijg_o_egj E‘.‘ynarure} _ D‘:‘ate

3= 0127 Vi e AW 3- 11227,

{.-\ State Records Commmee {Slgnature} | Date

Recommendaffons in para- ' ' - ' ] i
graph-12 are approved, State Auditor/Designee lﬁw/@*”“f ) - 2—9 - 77
{If disapproved, attach letter

of explanation.) SecrEtmtate/Designee @ W-% /CLQ,«J‘ | .? 25 “77
ﬁﬁorngy Geﬂefiai/‘[?_egiqnefe. ] W? W 7 Z‘f 7j .

- Date = IR




